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 Bottom Line Up Front: 
• This training brief describes hazard reporting requirements, 

definitions, specific hazard types, and provides detailed 
instructions regarding hazard entry procedures utilizing actual 
screen shots of the hazard reporting application.  However, the 
application was designed to be user friendly so that first time 
users would not need this training brief for entry.  Most entries 
should only take approximately 10 minutes to complete. 

General Guidance 



 

OPNAVINST 5102.1D (7 Jan 2005): 
• Units are strongly encouraged to investigate and submit a 

hazard report (HAZREP) for: 

o All significant hazardous conditions or near-mishaps that have the 
potential to affect other commands but do not warrant submission 
of a safety Investigation Report 

o All identified hazards where information is valuable if shared with 
community of interest or all Navy/Marine Corps 

Reporting Policy 



HAZREP Definitions 

Hazard:  
• A condition with the potential to cause injury, illness, or death 

of personnel; damage to or loss of equipment or property; or 
mission degradation 

Near Mishap:  
• An undesired event that, under slightly different circumstances, 

would have resulted in personal harm, property damage, 
and/or an undesired loss of resources 



Specific HAZREPs 

• Friendly fire (FF) incidents that do not meet the class D or 
higher mishap reporting threshold.  

• Helicopter rope suspension technique (HRST), air cargo drop, 
and/or parachuting incidents that do not meet the class D or 
higher mishap reporting threshold 

• Diving incidents that do not meet the class D or higher mishap 
reporting threshold 

• All underway man-overboard incidents without injury 

• All electrical shock incidents (whether intentional or 
unintentional) from any voltage, or current source regardless of 
intensity that do not meet the class D or higher mishap 
reporting threshold 



Locating the Hazard Module 

From the Naval Safety Center website 
(www.public.navy.mil/comnavsafecen) 
select the WESS icon to get started 

http://www.public.navy.mil/comnavsafecen


Locating the Hazard Module 

Or go directly there by selecting 
https://wess.safetycenter.navy.mil/ 

Select "LOG IN" 
to enter WESS 

https://wess.safetycenter.navy.mil/


WESS Homepage 

Select 
“Mishap/Hazard 
Reporting” to begin 



SPARC Workspace 

Hazard Reports XII 

Hazard Reports X 

Hazard Reports VIII 

Hazard Reports VI 

Hazard Reports IV 

Hazard Reports II 

Hazard Reports I 

Hazard Reports III 

Hazard Reports V 

Hazard Reports VII 

Hazard Reports IX 

Hazard Reports XI 

Select the appropriate icon 
to see the Hazard Reporting 
selection option 

Locate your draft Hazard 
Reports here that have been 
saved but not released to the 
Naval Safety Center yet 



SPARC Workspace 

Select Hazard 
Reporting 

NOTE:   
 

Hazard reports are for hazards, near misses, and mishaps with damage 
costs less than $20K or first aid injuries.  Incidents with personnel injuries 
greater than first aid or damage costs of $20K or more require a mishap 
investigation report either instead of or in addition to a hazard report. 

Hazard Reports XII 

Hazard Reports X 

Hazard Reports VIII 

Hazard Reports VI 

Hazard Reports IV 

Hazard Reports II 

Hazard Reports I 

Hazard Reports III 

Hazard Reports V 

Hazard Reports VII 

Hazard Reports IX 

Hazard Reports XI 



Hazard Reporting Module 

These links allow the 
user to navigate between 
sections.  Not all sections 
need to be completed for 
release of a hazard 
report.  Validation at the 
end will identify any 
remaining required fields 



Hazard Reporting Module 

This text box provides 
additional instructions 
regarding this page and 
how to continue to the 
next 



Hazard Reporting Module 

To navigate this page 
the user can make 
selection here or use 
the scroll bar 



Hazard Reporting Module 

Report Actions allow 
user to view a PDF 
version of the report, 
and  to either release 
or delete the report 



Hazard Reporting Module 

Save allows user to 
save work done on 
report.  When user 
returns to the system 
the saved hazard 
report will be located 
in the Hazards folder.  
Once released, the 
report is no longer 
available in the folder 



Hazard Reporting Module 

Validate allows user 
to check report for 
missing information.  
The system 
completes an 
automatic validation 
check after user 
selects Release. 



Hazard Reporting Module 

Home returns user to 
the SPARC home page 



General Information Section 

To get stated 
select incident or 
hazard type that 
best identifies the 
event or kind of 
hazard/near miss 
noted 



Incident/Hazard Types 

Select all that apply.  
Use scroll bar to see all 
incident/hazard types 



Incident/Hazard Types 

Select all that apply.  
Use scroll bar to see all 
incident/hazard types 



General Information Section 

Scroll down for 
all "General 
Information" 
questions 



General Information Section 

Enter name or UIC of 
command submitting 
report.  Choose command 
from options provided 



General Information Section 

Enter applicable fields 



General Information Section 

Select from above or 
scroll down for all 
"Point of Contact," 
"Location," 
"Authorized Drafters" 
and "Environment" 
questions if applicable 



Point of Contact Section 

Enter applicable fields 



Location Information Section 

Select from above or 
scroll down for all 
"Environment" 
questions if applicable 



Authorized Drafters Selection 

Enter name of person you 
would like to be an 
authorized drafter/editor of 
this hazard report.  Choose 
name from options provided 



Environment Info Section 



Environment Info Section 

Choose a COI 
if desired 



Environment Info Section 

To continue 
select "Involved 
Command" from 
list above Or add individual commands to 

the distribution list, if desired 



Involved Command Section 



Involved Command Section 

Type the UIC or 
command name 
and choose from 
the list 



Involved Command Section 

Enter applicable fields 



Involved Command Section 

Add as many 
commands 
as necessary 



Involved Command Section 

To continue select 
"Involved 
Properties" from 
list above 



Involved Property Section 



Involved Property Section 

Enter applicable fields 



Involved Property Section 

Type the name 
or the EIC 
number of the 
item and choose 
from the list 



Involved Property Section 

Add as many pieces of 
property as necessary 



Involved Property Section 

To continue 
select "Involved 
Personnel" from 
list above 



Involved Personnel Section 



Involved Personnel Section 

Enter applicable fields 



Involved Personnel Section 

Scroll down for 
all "Personnel" 
questions 



Safety Courses Section 

Enter if applicable 



Personal Protective Equipment 

Click 'Add' after 
making selections 
to add to list 

Enter if applicable 



Personal Protective Equipment 

To continue select 
"Factors" from list 
above 



Factors Section 



Factors Section 

Enter applicable fields 



Factors Section 

Select Human Factors 
or Material Factors 



Factors Section 

Select to see Risk 
Assessment Code 
Diagram 



Risk Assessment Code Diagram 

Select 
"Probability" and 
"Severity" from 
the list 



Factors Section 

Enter applicable fields 



Factors Section 

Add as many 
factors as 
necessary 



Factors Section 

Factor 
number 2 



Factors Section 

Select Human Factors 
or Material Factors 



Factors Section 

To continue select 
"Recommendations" 
from list above 



Recommendations Section 



Recommendations Section 

Add as many 
recommendations 
as necessary 



Save & Validate Work 

Save and validate 
your work 



Validation Errors 

This shows the 
location & number 
of validation errors 



Validation Errors 

These are the errors in the 
"General Information" section.  
Scroll down to see other 
errors in "Location" and 
"Authorized Drafter" sections 



View PDF & Release Report 

Once errors are corrected in 
all sections, the report may 
be released 

Click here to view a 
PDF version prior to 
release, if desired 



For questions or additional information, 
please contact the WESS Help Desk 

Questions? 


